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CHI EF OF FI RE COMMUNI CATI ONS

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This cl ass enconpasses a highly responsi ble position, the major
responsibilities of which are the directing of the operations of
the Fire Communications Division and the supervision of all
enpl oyees assigned to the division. The Chief of Fire
Communi cations reviews the work of subordinates to ensure that
di spatching operations are performed in accordance wth
est abl i shed departnental procedures and policies. The incunbent
of this class provides for the maintenance of division records
and reports. The Chief of Fire Communications operates with a
hi gh degree of i ndependence and reports to and has work revi ewed
by the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Pl ans, organi zes, assigns and directs the operations of the Fire
Communi cations Division withrespect to enpl oyees and equi prment.
Recommends managenent policies, goals and objectives to a
superior officer in order to inprove division operations.
Cbserves and conducts inspections of division operations,
equi pment and personnel. Evaluates the effectiveness of
operations and takes appropriate action to correct or inprove
probl em areas. Participates in the research and planning for
prograns and activities of the departnent.

Supervi ses all subordi nate di spatchi ng personnel assigned to the
Fire Communi cations Division. Delegates authority and assigns
work or duty areas to subordinates. Approves | eave and assigns
work schedules, ensuring that shifts are properly manned.
Eval uates enployee’s work performance and wites enployee
eval uation reports. Resolves enpl oyee conplaints and counsels
enpl oyees who are experiencing work problens. Mai nt ai ns
discipline by conducting <corrective interviews. Conducts
interviews with prospective enpl oyees and nakes recomrendati ons
for hiring.

Supervi ses the operati on of the communi cati ons system i ncl udi ng
CAD, to ensure that proper procedures are being foll owed.
Recei ves and supervises the handling of emergency and non-
enmergency calls. Supervises subordi nates as they determ ne unit
to be dispatched, reply to radio requests for information from
emergency units and track the |location and condition of
firefighting equipnment and crews at all tines. Notifies
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specified officers, special units and desi gnated agenci es of all
wor ki ng fires and enmergency situations. Supervises subordinates
to ensure that information is entered i nto conputer systemusing
appropriate codes and signals. Enforces division conpliance
with FCC regulations. Prepares training materials and
personally conducts formal or on-the-job training in the
operation of comrunicati ons equi pnent and di spatch procedures.

Supervi ses the preparation and nmaintenance of division records
and reports by reviewing reports conpleted by subordi nates and
periodically inspecting systens and facilities for maintaining
such. Devel ops new fornms or revises old ones in order to
i nprove efficiency of docunentation. Conpiles and anal yzes data
needed for reports. Keeps records and wites reports concerning
di vi sion operations. Personally conpletes any forns or records
required.

Performs and supervises the testing of fire radios, fire
t el ephones, bell alarns and public address systens to ensure
proper readiness for service. Conducts and supervises testing
of recording system equi pnent. Checks back-up power systemto
ensure that it is ready for operation. Supervises the genera
care, mmintenance and use of communications equipnent and
provides for the repair of any malfunctioning equipnment.
| nspects equipnment after repairs to see that repairs were
properly acconplished. Orders, stores and di sburses all supplies
and equi pment needed by the division. Assi sts in gathering
information to be wused in conpiling budgets and prepares
expenditure estinmates. Wites specifications for the purchase
of new comruni cati ons equi prment.

Participates in conferences, conventions and other educati onal

nmeeti ngs. Keeps informed on |ocal trends and nodern fire
service adm ni strative practices that may i npact the departnent.
Recommends changes in departnent operations that will help the

city obtain favorable fire insurance ratings.

Answer s questions regardi ng conmuni cation division procedures
and handl es conplaints fromthe public concerning problens in
t he comruni cati ons divi sion.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be met by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and of |egal age.

After offer of enploynent, but before beginning work in this
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class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunmentation indicating, at a mninmum that the
applicant has nmet the mnimum high school graduati on
requirements necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nmust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must possess at |east five (5) years of full-tinme experience in

operating fire departnent comrunicati ons equi pnent with a paid
fire departnment.
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